Staff Code of Conduct
Aspiration: Dream Big
If your dreams don’t scare you, they aren’t big enough!
Resilience: Be Determined
Resilience is a skill, not an ability. It can be learnt.
Respect: Communicate with Kindness
Manners cost nothing but mean everything.
Initiative: Solve Problems
Every problem is a gift – without problems we would not grow.

Reflective: Never Stop Learning
Never stop learning because life never stops teaching.

Approved 28th March 2018

1. Purpose, Scope and Principles
All staff are bound by the terms of their contracts and nationally agreed expectations or frameworks such as
Teachers’ Standards. School staff are role models and are in a unique position of influence and must adhere to
behaviour that sets a good example to all the students within the school. As a member of a school
community, each employee has an individual responsibility to maintain their reputation and the reputation of
the school, whether inside or outside working hours.
The Code of Conduct is designed to give clear guidance on the standards of behaviour all school staff are
expected to observe which are not explicitly stated within contractual frameworks. It is never possible for this
to be an exhaustive list however it should give a framework and understanding of the level of conduct
expected. This should inform staff in exercising their professional judgement and applying principles to
situations that are not covered. For more information see Section 4.
This Code of Conduct applies to:
▪
▪

all staff who are employed by the school, including the Headteacher;
all staff in units or bases that are attached to the school.

People such as supply, subcontracted staff, visitors, volunteers and peripatetic staff are covered by their
contract and relevant Code of Conduct of their employing body. However, all adults working in the school and
with Royds’ students are asked to respect the school’s values and expectations set out in this Code of
Conduct.
All staff must be aware of the contents of other school safeguarding policies and abide by their contents.

2. Duty of Care
All people who work with, and on behalf of children are accountable for the way in which they exercise
authority, manage risk, use resources and safeguard children and young people. Whether working in a paid
or voluntary capacity, these people have a duty to keep children and young people safe and to protect them
from sexual, physical, emotional and financial harm.
All staff must:
▪
▪
▪
▪

understand the responsibilities, which are part of their employment or role, and be aware that
sanctions will be applied if these provisions are breached
always act, and be seen to act, in the child’s best interests
avoid any conduct which would lead any reasonable person to question their motivation and
intentions
take responsibility for their own actions and behaviour

3. Confidentiality
People will have access to confidential information about students and their families in order to undertake
their responsibilities. In some circumstances they may have access to or be given highly sensitive or private
information. These details must be kept confidential at all times and only shared when it is in interests of the
child to do so. Such information must not be used to intimidate, humiliate, or embarrass the child or young
person
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It is essential that staff are:
▪
▪
▪
▪
▪
▪

clear about when information can be shared and in what circumstances it is appropriate to do so
expected to treat information they receive about student in a discreet and confidential manner
seek advice from a senior member of staff if they are in any doubt about sharing information they
hold or which has been requested of them
clear as to whom any concerns or allegations should be reported
should not discuss personal or confidential information where they may be overheard, or outside the
work setting or on social media
unless protected by Whistle Blowing legislation, staff must not discuss internal school business or
issues online or with the press.

4. Making a Professional Judgement
There may be occasions and circumstances in which people have to make decisions or take action in the best
interests of a student which could contravene this guidance or where no guidance exists. Individuals are
expected to make judgements about their behaviour in order to secure the best interests and welfare of the
children in their charge or care.
This means that where no specific guidance exists people should:
▪
▪
▪
▪
▪

discuss the circumstances that informed their action, or their proposed action, with a member of the
Senior Leadership Team, or with the parent / carer / responsible person
report any actions which could be misinterpreted to a member of the Senior Leadership Team
always discuss any misunderstanding, accidents or threats with a member of the Senior Leadership
Team
always record discussions and reasons why actions were taken
record any areas of disagreement about course of action taken and if necessary referred to a higher
authority.

5. Power and Positions of Trust
As a result of their knowledge, position and / or the authority invested in their role, all people working in the
school are in positions of trust. It is vital for all those in positions of trust to understand the power this can
give them over those they care for and the responsibility they must exercise as a consequence of this
relationship. People should always maintain appropriate professional boundaries and avoid behaviour which
might be misinterpreted by others. They should report and record any incident with this potential.
Staff must not:
▪
▪
▪

use their position to gain access to information for their own or others’ advantage
use their position to intimidate, bully, humiliate, threaten, coerce or undermine children, young
people
use their status and standing to form or promote relationships which are of a sexual nature, or which
may become so.
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6. Standards of Behaviour
All adults working with children and young people have a responsibility to maintain public confidence in their
ability to safeguard the welfare and best interests of children and young people. It is therefore expected that
they will adopt high standards of personal conduct in order to maintain the confidence and respect of the
public in general and all those with whom they work.
This could be because their behaviour is considered to compromise their position in their workplace or
indicate an unsuitability to work with children and young people. Misuse of drugs, alcohol or acts of violence
would be examples of such behaviour. People in contact with children and young people should therefore
understand and be aware, that safe practice also involves using judgement and integrity about behaviours in
places other than the work setting.
Staff must understand that it is not advisable to affiliate or associate themselves with any group who do not
promote equality and tolerance or are incompatible with school values. While the school understands the
importance of individual beliefs and expression, staff are advised to exercise caution when discussing religious
or political beliefs with students and certainly should not actively promote views with students.
All staff must promote equality and tolerance with all students and celebrate diversity.
Staff should not:
▪
▪

behave in a manner which would lead any reasonable person to question their suitability to work with
vulnerable groups or act as a role model
make, or encourage others to make, unprofessional personal comments which scapegoat, demean or
humiliate, or which might be interpreted as such

This means that staff should:
▪
▪
▪

be aware that behaviour in their personal lives may impact upon their work with vulnerable groups
follow any codes of conduct deemed appropriate by their organisation
understand that the behaviour and actions of their partner (or other family members) may raise
questions about their suitability to work with vulnerable groups.

7. Dress and Appearance
Staff must take care to ensure they are dressed appropriately for the tasks and the work they undertake.
Those who dress in a manner which could be considered as inappropriate could render themselves vulnerable
to criticism or allegations.
This means that people should wear clothing which:
▪
▪
▪
▪
▪

is appropriate to their role
is not likely to be viewed as offensive, revealing, or sexually provocative
does not distract, cause embarrassment or give rise to misunderstanding
is absent of any political or otherwise contentious slogans
is not considered to be discriminatory and is culturally sensitive.

Individual staff members are valued for their contribution and professionalism and they are a clear role model
to the students. With the high uniform standards and expectations of our students, staff must be mindful of
the need to set a good example to our students of smart and suitable dress for a place of work. This relates to
both modesty and health and safety.
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7.1 General Dress Code Principles
▪
▪
▪
▪
▪
▪
▪
▪
▪

Staff should dress as they would for an interview.
Piercings are not permitted other than in ear lobes
Casual clothes, such as denim or leggings should not be worn.
All staff are provided with a security identity badge which must be worn at all times.
Technician staff working in laboratories, art rooms and DT rooms are required to wear
protective clothing, e.g. a lab coat.
PE staff are required to dress in accordance with their departmental policy.
Caretaking and cleaning staff are provided with a uniform and this should be worn at all
times.
During training days and school holidays staff may dress in casual clothes of personal choice
For visits and trips staff are expected to wear business dress if students are in uniform. Casual
clothes may be worn if students are not wearing uniform.

7.2 Male Staff
Male staff are required to wear smart, business dress; smart, formal trousers, a jacket with a shirt and
a tie.
Staff must wear the jacket around the school site, it can be removed in the classroom during a lesson.
7.3 Female Staff
Female staff are required to wear a skirt/ trousers/ dress suit that has a jacket.
The jacket must be worn around school, but it can be taken off during a lesson. Female members of
staff should not wear revealing tops or very short skirts.
The Headteacher reserves the right to alter this dress code when necessary due to excessive heat or cold
climate conditions. Staff will be informed of this alteration, should this occasion occur.

8. Personal Living Space
No child or young person should be in or invited into the home of an adult who works with them, unless the
reason for this has been firmly established and agreed with parents / carers, suitable person, a member of the
Senior Leadership Team. Under no circumstances should children and young people assist with chores or
tasks in the home of a person who works with them
This means that staff should:
▪
▪
▪
▪

be vigilant in maintaining their privacy and mindful of the need to avoid placing themselves in
vulnerable situations
challenge any request for their accommodation to be used as an additional resource for the
organisation
be mindful of the need to maintain professional boundaries
refrain from asking students to undertake personal jobs or errands
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9. Gifts to Students, Rewards and Favouritism
The giving of gifts or rewards to children and young people should be part of the school Rewards Policy for
supporting positive behaviour or recognising particular achievements. In some situations, the giving of gifts as
rewards may be accepted practice for a group of vulnerable people, whilst in other situations the giving of a
gift to an individual child or young person will be part of an agreed plan, recorded and discussed with a
member of the Senior Leadership Team and the parent, carer or suitable person.
This means that staff should:
▪
▪
▪
▪
▪

be aware of their organisation’s policy on the giving and receiving of gifts
ensure that gifts received or given in situations which may be misconstrued are declared
generally, only give gifts to an individual young person as part of an agreed reward system
where giving gifts other than as above, ensure that these are of insignificant value
ensure that all selection processes which concern children and young people are fair and that
wherever practicable these are undertaken and agreed by more than one member of staff.

10. Infatuations
A person, who becomes aware that a student is developing an infatuation, should discuss this at the earliest
opportunity with a member of the Senior Leadership Team or parent / carer, suitable person so appropriate
action can be taken to avoid any hurt, distress or embarrassment.
This means that staff should:
▪
▪

report and record any incidents or indications (verbal, written or physical) that suggest a child or
young person may have developed an infatuation with a person in the workplace
always acknowledge and maintain professional boundaries

11. Communication with Students
Communication between staff and students, by whatever method, should take place within clear and explicit
professional boundaries. This includes the wider use of technology such as mobile phones text messaging, emails, digital cameras, videos, web-cams, websites and blogs.
Staff should not share any personal information with a student, and should not use their personal mobile to
communicate with students or their families, take photographs / videos. For example, during a school trip
employees should use school-owned mobiles and then numbers can be deleted following the event, and
students will not have access to an employee’s personal number, taking photographs of students without
their consent.
Staff should not request, or respond to, any personal information from student, other than that which might
be appropriate as part of their professional role. A person should ensure that all communications are
transparent and open to scrutiny.
This means that staff should:
▪
▪

not give their personal contact details to children, young people, including their mobile telephone
number
inform the Headteacher or their manager immediately if contacted by a young person on a personal
mobile
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▪
▪
▪
▪
▪
▪
▪
▪

only use equipment provided by school to communicate with children, making sure that parents have
given permission for this form of communication to be used
only make contact with children for professional reasons and in accordance with the E Safety Policy
recognise that text messaging is rarely an appropriate response to a child in a crisis situation or at risk
of harm. It should only be used as a last resort when other forms of communication are not possible
not use internet or web-based communication channels to send personal messages to a child / young
person
be mindful that you are in a notifiable position and keep yourself safe as a professional.
do not use a social network site to complain or criticize colleague/school/child, parent etc.
do not befriend children/young people.
make it clear on networking sites that your views are your own and not as a representative of the
Council i.e. disclaimer.

In relation to students, personal mobile phones should be stored securely away from learning environments
and it is highly recommended that mobiles are switched off during work hours, and should only be accessed
during breaks and lunchtime but not in the presence of students.
They should not give their personal contact details to students including e-mail, home or mobile telephone
numbers, unless the need to do so is agreed with a member of the Senior Leadership Team and parents or
carers. E-mail or text communications between a member of staff and student outside agreed protocols may
lead to disciplinary and / or criminal investigations. This also includes communications through websites.
The web and social networking services i.e. Facebook, twitter, Bebo etc. are all used by students and
employees for work related projects or for personal use. Below is advice for employees to keep themselves
and other users safe:
▪
▪
▪
▪
▪

▪
▪

Privacy on the internet seldom means communications are entirely private.
Protect yourself from possible probing interest from students i.e. Facebook messaging. This may be
challenged by staff.
Keep your profile safe, don’t show job title, place of work or work / home email address. Be cautious
declaring your status i.e. online dating.
Internet use during working hours is strictly for business not personal use.
No photography of students or staff taken at school / workplace or on social occasions connected to
the workplace should be displayed on any social networking site.
Any employee that witnesses improper use of internet / social networking site must inform line
manager / headteacher immediately with regard to safeguarding.
Any form of personalised social media that is found to reveal confidential Council, client or service
user information, attack or abuses colleagues, clients or service users of the Council, or constitutes a
conflict of interest, will be investigated and may be subject to disciplinary action.

12. Social Contact
A person who works with students should not seek to have social contact with them or their families, unless
the reason for this contact has been firmly established and agreed with a member of the Senior Leadership
Team
This means that staff should:
▪
▪
▪

have no secret social contact with students or their parents
consider the appropriateness of the social contact according to their role and nature of their work
always approve any planned social contact with students or parents with senior colleagues,
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▪
▪
▪
▪

advise a member of the Senior Leadership Team of any social contact they have with a student or a
parent with who whom they work, which may give rise to concern
report and record any situation, which may place a student at risk or which may compromise the
organisation or their own professional standing
be aware that the sending of personal communications such as birthday or faith cards should always
be recorded and/or discussed with line manager
understand that some communications may be called into question and need to be justified.

13. Sexual Contact
A person should clearly understand the need to maintain appropriate boundaries in their contacts with
students. Intimate or sexual relationships between students and the people who work with them will be
regarded as a grave breach of trust. Allowing or encouraging a relationship to develop in a way which might
lead to a sexual relationship is also unacceptable.
This means that staff should not:
▪
▪
▪
▪

have sexual relationships with students
have any form of communication with a students which could be interpreted as sexually suggestive or
provocative i.e. verbal comments, letters, notes, electronic mail, phone calls, texts, physical contact
make sexual remarks to, or about, a student
discuss their own sexual relationships with or in the presence of students

This means that a person should:
▪
▪

ensure that their relationships with students clearly take place within the boundaries of a respectful
professional relationship
take care that their language or conduct does not give rise to comment or speculation. Attitudes,
demeanour and language all require care and thought, particularly when members of staff are dealing
with adolescent boys and girls.

14. Behaviour Management
A person should not use any form of degrading treatment to punish a child. The use of sarcasm, demeaning or
insensitive comments towards students is not acceptable in any situation.
This means that staff should:
▪
▪
▪
▪

not use force as a form of punishment
try to defuse situations before they escalate and inform parents or carers of any behaviour
management techniques used
adhere to the school’s behaviour management policy
be mindful of factors which may impact upon a student’s behaviour e.g. bullying, abuse and where
necessary take appropriate action.

15. Physical Contact
Physical contact should never be secretive, or for the gratification of the adult, or represent a misuse of
authority. If a member of staff believes that an action could be misinterpreted, the incident and

8

circumstances should be recorded as soon as possible in the school's incident book and, if appropriate, a copy
placed on the student’s file.
This means that staff should:
▪
▪
▪
▪
▪
▪
▪

be aware that even well-intentioned physical contact may be misconstrued by the student, an
observer or by anyone to whom this action is described
never touch a student in a way which may be considered indecent
always be prepared to report and explain actions and accept that all physical contact be open to
scrutiny
not indulge in horseplay
always encourage students, where possible, to undertake self-care tasks independently
be aware of cultural or religious views about touching and always be sensitive to issues of gender
understand that physical contact in some circumstances can be easily misinterpreted

15.1. Other Activities that May Require Physical Contact
Physical contact should take place only when it is necessary in relation to a particular activity e.g.
supporting in a PE lesson. It should take place in a safe and open environment i.e. one easily observed by
others and last for the minimum time necessary.
15.2 Use of Control and Physical Intervention
There are circumstances in which a person working with children displaying extreme behaviours can
legitimately intervene by using either non-restrictive or restrictive physical interventions. Adults that are
expected to use restrictive physical interventions should have appropriate training, e.g. Team Teach.
This means that adults should:
▪
▪
▪
▪

adhere to the organisation’s physical intervention policy
always seek to defuse situations
always use minimum force for the shortest period necessary
record and report as soon as possible after the event any incident where physical intervention has
been used.

15.3 Comforting Distressed Students
There are occasions when a distressed a student needs comfort and reassurance and this may involve
physical contact.
This means the adult should:
▪
▪
▪
▪
▪
▪

consider the way in which they offer comfort and reassurance to a distressed student and do it in
an age-appropriate way
be circumspect in offering reassurance in one to one situations, but always record such actions in
these circumstances
follow professional guidance or code of practice where available
never touch a student in a way which may be considered indecent
record and report situations which may give rise to concern from either party
not assume that all students seek physical comfort if they are distressed
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15.4 Intimate Care
All children have a right to safety, privacy and dignity when contact of a physical or intimate nature is
required and depending on their abilities, age and maturity should be encouraged to act as independently
as possible.
This means that a person should:
▪
▪
▪
▪
▪
▪

adhere to the organisation’s intimate care guidelines or code of practice
make other staff aware of the task being undertaken
explain to the student what is happening
consult with a member of the Senior Leadership Team and parents / carers where any variation
from agreed procedure/care plan is necessary
record the justification for any variations to the agreed procedure / care plan and share this
information with parents or carers
ensure that any changes to the agreed care plan are discussed, agreed and recorded.

16. Personal Care
Students are entitled to respect and privacy at all times and especially when in a state of undress, changing
clothes, bathing or undertaking any form of personal care. There are occasions where there will be a need for
an appropriate level of supervision in order to safeguard students and / or satisfy health and safety
considerations.
This means that a person should:
▪
▪
▪

avoid any physical contact when students are in a state of undress
avoid any visually intrusive behaviour
where there are changing rooms announce their intention of entering

This means that a person should not:
▪
▪
▪

change in the same place and time as students
shower or bathe with students
assist with any personal care task which a student can undertake by themselves

17. First Aid and Administration of Medication
When administering first aid, wherever possible, a person should ensure that another adult is aware of the
action being taken. Parents should always be informed when first aid has been administered in respect of a
student.
This means that staff should:
▪
▪
▪
▪
▪
▪
▪

adhere to the school’s Supporting Students with Medical Conditions Policy
comply with the necessary reporting requirements
make other people aware of the task being undertaken
explain to the student what is happening
always act and be seen to act in the student’s best interests
report and record any administration of first aid or medication
have regard to any health plan which is in place
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▪

always ensure that an appropriate health / risk assessment is undertaken prior to undertaking certain
activities

18. One to One Situations
It is recognised that it is not realistic to state that one to one situations should never take place. Where there
is a need, they should as far as possible, be agreed with a member of the Senior Leadership Team and / or
parents /carers. Pre-arranged meetings with students away from the school / setting premises should not be
permitted unless approval is obtained from their parent and the Headteacher or other senior colleague with
delegated authority.
This means that staff should:
▪

ensure that when lone working is an integral part of their role, full and appropriate risk assessments
have been conducted and agreed

▪
▪

avoid meetings with a student or person in remote, secluded areas
always inform other colleagues and / or parents / carers about the contact(s) beforehand, assessing
the need to have them present or close by
avoid use of 'engaged' or equivalent signs wherever possible. Such signs may create an opportunity
for secrecy or the interpretation of secrecy
always report any situation where a student becomes distressed or angry to a senior colleague
carefully consider the needs and circumstances of the student(s) when in one to one situations.

▪
▪
▪

19. Home Visits
Appropriate risk management measures should be in place before visits are agreed. Where little or no
information is available, visits should not be made alone. There will be occasions where risk assessments are
not possible or not available, e.g. when emergency services are used. In these circumstances, a record must
always be made of the circumstances and outcome of the home visit. Such records must always be available
for scrutiny.
This means that staff should:
▪
▪
▪
▪
▪

agree the purpose for any home visit with a member of the Senior Leadership Team, unless this is an
acknowledged and integral part of their role
adhere to agreed risk management strategies
always make detailed records including times of arrival and departure and work undertaken
ensure any behaviour or situation which gives rise to concern is discussed with their manager and,
where appropriate action is taken
under no circumstances should a person visit a student in their home outside agreed work
arrangements or invite a student to their own home or that of a family member, colleague or friend.

20. Transporting Students
There will be occasions when people are expected or asked to transport students as part of their duties.
Adults, who are expected to use their own vehicles for transporting children should ensure that the vehicle is
roadworthy, appropriately insured and that the maximum capacity is not exceeded.
It is a legal requirement that all passengers should wear seat belts and it is the responsibility of the staff
member to ensure that this requirement is met. People should also be aware of current legislation and adhere
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to the use of car seats for younger children. Where people transport students in a vehicle which requires a
specialist license / insurance e.g. PCV or LGV- staff should ensure that they have an appropriate licence and
insurance to drive such a vehicle
It is inappropriate for a person to offer lifts to a student outside their normal working duties, unless this has
been brought to the attention of the line manager and has been agreed with the parents / carers.
This means that staff should:
▪
▪
▪
▪
▪
▪
▪

ensure they are fit to drive and free from any drugs, alcohol or medicine which is likely to impair
judgement and / or ability to drive
be aware that the safety and welfare of the student is their responsibility until they are safely passed
over to a parent / carer
they have appropriate business insurance
record details of the journey in accordance with agreed procedures
ensure that their behaviour is appropriate at all times
ensure that there are proper arrangements in place to ensure vehicle, passenger and driver safety.
This includes having proper and appropriate insurance for the type of vehicle being driven
ensure that any impromptu or emergency arrangements of lifts are recorded and can be justified if
questioned

21. Trips and Outings
A person should take particular care when supervising students on trips and outings, where the setting is less
formal than the usual workplace. A person remains in a position of trust and needs to ensure that their
behaviour remains professional at all times and stays within clearly defined professional boundaries.
This means that a person should:
▪
▪
▪
▪
▪
▪

always have another adult present in out of workplace activities, unless otherwise agreed with a
member of the Senior Leadership Team
undertake risk assessments in line with their organisation’s policy where applicable
have parental consent to the activity where appropriate
ensure that their behaviour remains professional at all times
never share beds with a student
not share bedrooms unless it involves a dormitory situation and the arrangements have been
previously discussed with a member of the Senior Leadership Team, parents and students.

22. Photography and Videos
Working with students may involve the taking or recording of images. Any such work should take place with
due regard to the law and the need to safeguard the privacy, dignity, safety and well-being of students.
Informed written consent from parents or carers and agreement, where possible, from the student should
always be sought before an image is taken for any purpose.
It is not appropriate for a person to take photographs of students for their personal use or on personal
devices.
This means that staff should:
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▪
▪
▪
▪
▪
▪
▪

be clear about the purpose of the activity and about what will happen to the images when the activity
is concluded
be able to justify images of students in their possession
avoid making images in one to one situations or which show a single student with no surrounding
context
ensure the student understands why the images are being taken and has agreed to the activity and
that they are appropriately dressed
only use equipment provided or authorised by the organisation
report any concerns about any inappropriate or intrusive photographs found
always ensure in relation to students they have parental permission to take and / or display
photographs

This means that staff should not:
▪
▪
▪
▪

display or distribute images of students unless they have consent to do so from parents or carers
use images which may cause distress
use personal mobile telephones or devices to take images of students
take images ‘in secret’, or taking images in situations that may be construed as being secretive.

23. Access to Inappropriate Images and Internet Usage
There are no circumstances that will justify a person possessing indecent images. A person who accesses and
possess links to such websites will be viewed as a significant and potential threat to children. Accessing,
making and storing indecent images of children on the internet is illegal. This will lead to criminal investigation
and the individual being barred from working with children and young people, if proven.
A person should not use equipment belonging to their organisation to access adult pornography; neither
should personal equipment containing these images or links to them be brought into the workplace. This will
raise serious concerns about the suitability of the adult to continue to work with children.
A person should ensure that students are not exposed to any inappropriate images or web links.
This means that staff should:
▪
▪
▪

follow their organisation’s guidance on the use of IT equipment
ensure that students are not exposed to unsuitable material on the internet
ensure that any films or material shown to students are age appropriate

24. Smoking
Staff act as a role models to students and smoking is discouraged with students. If staff do have breaks to
smoke, they are expected to do so discretely and away from students and parents. These breaks do not form
part of working hours and time is expected to be made up.

25. Receiving Gifts, Hospitality and Sponsorship
There are occasions when children, young people or their parents wish to pass small tokens of appreciation to
people e.g. on special occasions or as a thank-you and this is acceptable provided the receiving of such a gift is
13

notified to a line manager. However, it is unacceptable to receive gifts on a regular basis or of any significant
value.
Equally all hospitality and sponsorship should be of an insignificant value. It should not be accepted if it is
believed that there are expectations in return or the motivation is for a student to gain an advantage
Any financial interests in companies of a member of staff able to influence procurement decisions or their
immediate family must be declared as soon as they are known.

26. Attendance
All staff must attend their place of work punctually in accordance with their conditions of service and at the
times agreed with their line manager. Those unable to avoid being late or absent should, whenever possible,
give as much notice as possible so that alternative cover arrangements may be made.
26.1 Unplanned Absence
All staff must inform their designated contact as soon as it is known that they will be unable to attend
work whether this is through illness or domestic emergency.
Teaching staff are asked wherever possible to notify school by 7.30 am so that cover arrangements
can be made. Staff are asked to provide cover work for their classes when possible.
26.2 Planned Absence
Non-medical leave is at the discretion of the Headteacher and within contractual arrangements.
Requests should be submitted in writing at the earliest opportunity.
Planned medical appointments or procedures should be scheduled outside of working hours where
possible. When this is not possible, please inform school as soon as they are known so the impact on
students can be minimised.

27. Criminal Convictions
Staff are expected to notify the school of any criminal convictions, cautions or police matters which affect
their suitability to work with children.

28. Other Employment
Other employment or consultancy should not take place within working hours and should not prohibit staff
from attending school functions such as Parents’ Evenings. Any additional employment or consultancy should
be pre-agreed with the Headteacher. Resources created at school and intellectual property of Royds School
should not be used in other employment.
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29. Intellectual Property and Copyright
All resources or materials created during employment at Royds School remains the intellectual property of the
school and any copyrights would belong to the school. On the termination of employment all resources and
materials must remain available for the school to use.

30. Equipment and Materials
All school property and equipment must be treated with the care a person would treat their own i.e. they
should be stored securely and protected from loss and damage. They should only be used for school purposes
and must be returned when employment terminates.

31. Data Protection
Staff must comply with all Data Protection policies and handle personal data with appropriate care. Data
about students and their family should be kept securely and not where other students can see it. When
finished with anything containing personal data staff must appropriately dispose of or archive materials.
Care must be taken when transporting personal data or information about students, especially on electronic
devices. Any loss of personal data on either paper or on an electronic device must be reported immediately to
the Head.
Where possible, personal devices should not be used to transport student data. If they are, records must be
deleted at the earliest opportunity.
Access to SIMS must be carefully monitored. Students must not be able to access SIMS, view it or use it to
alter records. It should never be projected onto whiteboards. Care should be given when using SIMS at home
to ensure similar safeguards are in place as would be at school to prevent unauthorised access.
When leaving school, all data must be destroyed or returned to the school.

32. Identity Badges / Uniforms
All staff must display their school ID badges at all time and wear the appropriate lanyard. The only exception
to this is within the classroom for subjects where there are additional health and safety considerations.
Staff must use their badges to swipe in and out of the school grounds every time they leave or enter the site
even if this is just for a short time.
Staff are to report or question any adult on site not wearing a lanyard or wearing a red lanyard and by
themselves with students.
Staff uniforms or PE kit are not to be given to students under any circumstances.

15

33. Health and Safety
All staff are expected to comply with relevant health and safety policies and report any risks or areas of
concern. Staff are expected to keep classrooms tidy and free from hazards.

34. Hot Drinks
Hot drinks must not be carried in open cups in communal areas and corridors. They should be in travel mugs
with lids. They should not be consumed while teaching.
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